
How to Apply for a Building Permit? 
Accessing the System 

Web Address 
To access the system, type the following URL address on your Web Browser address field: 

http://shrewsbury-ma.fbgov.us 
 

Departments 
The system will show the Permit Types and fees that each department offers. To see the 

department info, click on the department’s name. To see the permit types and fees, click on the 
department Schedule of Fees link. 

 

 
 
Choosing a Process 

Registering: 
 You can create a User Account which allows keeping track of the application status, required 
documentation, creating reports, etc. 
To register, click on the Click Here to Register button, located on the Choose a Process Tab. 
 

 
 

On the Registration screen 
 
Type the required information, mark 
with a red asterisk (*) and then click the 
Continue button. Click Cancel if you do 
not wish to continue with the 
registration process. 
 
 

 
 

Tools 
The Tools tab lists on a hyperlink format the 

available tools for land record management 
such as WebPro, GIS, etc. 

 
 
 
 

Links 
The Links tab lists on a hyperlink format 

important websites, such as Town of 
Shrewsbury, SELCO, Building Departments, etc. 
 

 

http://shrewsbury-ma.fbgov.us/


 

News 
The News tab lists on a hyperlink format the 

latest news related to permitting process or 
land record use. 
 

 
 

 
Log In Options 

Log In: 
On the Log in Options tab, type your User 

Name and Password only if you are a registered 
user. Click the Log In button to continue, or click 
Clear to restart the log in process again. 

 
 

 
 
User Name/Password Reset: 
If you do not remember your User Name or 
Password, click on the Forgot User Name or 
Password link, located at the bottom of the 
Log in Options tab. 
You will be prompted to the Forgot User 
Name or Password Screen 
 

 
 

Type your email address and click on the Get User Name button if you forgot your user name, or 
enter your user name and click the Reset Password button if you forgot your password. The 
password will be reset to a default value ‘password’. 
Click Cancel if you wish to exit this process. 

 
 

Main Screen 
 
On the Main Screen there are several options:  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
View  

View options such as selecting the amount 
of records shown by page and accessing other 
communities using FBGOV.  

 

 
Search  

You can search for applications using the Search Filters on your main screen 
 

 
 

Select one or many options at your convenience and click the Apply Filter button.  To see all 
application again, click on the Clear Filter button. 

 
 

Icons 

 Saving Results in Excel: This allows creating an Excel spread sheet with the applications 
shown on the screen. 
 

Map Results in Google: To view in Google Maps the locations where the jobs are being 
done. 
 

 Log Off: To close the user session and exit the system. 
 

Main Menu 
New Application: 
The New Application Window will open when this option is clicked 
 

 
Fill out the required information, marked with a red asterisk (*); select the permit type on the 
right column and click Continue. Click the Cancel button to exit the process. 
 



Depending on your permit type selection, a screen with a state form will open. Fill out all the 

information required and click the Arrow icon to submit the application, or click  to 
cancel. 

 
After submitting the application, a confirmation message will appear 
 

 
 

Giving you the option to print the application by clicking on the Printer icon. 

Click on the Check Mark icon to finish. 
 
 
 

 
Maintain Contact Information: 
 

 
  

 

 
This pop up window allows adding or 
editing your contact information. Click 
on submit changes to save the 
information, or click on the X icon to 
cancel and exit. 

 

Maintain License Number: 
 

 
 
 

This pop up window allows adding or 
editing your Contractor’s License 
Number. Click on submit changes to 
save the information, or click on the X 
icon to cancel and exit. 

 



Change Password: 
 

 

This pop up window allows changing 
your password. Click on submit changes 
to save the information, or click on the 
X icon to cancel and exit. 
 

 
Application 

These options allow you to keep track of each application individually. 
 

 View Application: When this option is clicked, a page will open with the application 
submitted. At the top right corner you will find a menu that will allow you to print the 

application , go to Process Screen , or go back to the main screen . 
 

View Process Screen: This option will open the Process Screen, where the documentation 
required, approvals, inspections, fees and payments linked to a specific application are 
recorded. 
 

 
 
This page is very useful for keeping track of your application. Any new requirement or change of 
status will be recorded on this view. 

If you wish to go back to the main screen, click on the  icon. 
 

View in Google Maps:  When clicked, a new Google Maps window will open with the 
location of the worksite linked to that specific application. If you wish to go back to your main 
screen view, just close the window. 


